Text book Assi gnnent:

ASSI GNVENT 5

“Legal ,”
chapter 10,
Report (ODCR), "
Records,” chapter
Procedures,
13-7, “Technica

chapter 9,

chapt er

11,

conti nued,
pages 10-1 through 10-3;
pages 11-1 through 11-5;
12, pages 12-1 through 12-4;
and Pay and Allowances,”
Admi ni stration,”

pages 9-16 through 9-23

“ Awar ds, "

Di stribution Control
“Officer Service
“Travel, Leave

chapter 13, pages 13-1 through
chapter 14, pages 14-1 and 14-2

“Officer

5-1.

5-2.

5-3.

5-4.

The regul ati ons that govern
adm nistrative investigations
(fact-finding bodies) are found in

what publication?
1. MM

2. SORM

3. JAGWAN

4. M LPERSMAN

An administrative fact-finding body
searches out, devel ops, assenbles,
anal yzes, and records all available
i nfornation about the matter under

i nvestigation.

1. True
2. Fal se

A court of inquiry consists of at

| east how many commi ssioned
of ficers?

1. One

2. Two

3. Three

4. Four

VWi ch of the follow ng types of

i nvestigations take all testinony
under oath and record all
proceedi ngs verbatin®

1. Fact-finding bodies

2. Courts of inquiry

3. Fact-finding bodies not
required to conduct a hearing

4, Fact-finding bodies required to
conduct a hearing
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5-5.

5-6.

5-7.

At the minimum a fact-finding body
required to conduct a hearing
consi sts of how many comm ssioned

of ficers?
1. One
2. Two
3. Three
4, Four

VWi ch of the follow ng

i nvestigations is nornmally conposed
of a single investigator who
obtai ns statenments, rather than
taking testinony?

1. Fact-finding body

2. Court of inquiry

3. Fact-finding body required to
conduct a hearing

4.  Fact-finding body not
to conduct a hearing

required

A fact-finding body must be
convened in which of the follow ng
death cases?

1. When a U. S. Navy nenber, while
on active duty, dies from other
than a previously known nedical
condi tion

2. When civilians or other
nonnaval personnel are found
dead on a naval installation
under peculiar circunstances

3. When-death or pernmanent
disability occurs in which the
adequacy of nedical care is
reasonably in issue

4, Each of the above



5-8.

5-9.

5-10.

5-11.

5-12.

A report to the Judge Advocate
General is not required when death
occurs as a result of which of the
follow ng actions?

Sui ci de

Death by eneny action
Death by natural causes
Death by accidental causes

A

Progress reports are required on
all death investigations from al
command and reviewi ng activities

every

1. 5 days
2. 7 days
3. 10 days
4. 14 days

The next of kin may request copies
of the death investigation from

what code of the JAG office?

1. Code 31

2. Code 32

3. Code 33

4, Code 34

Addi tional instruction and gui dance

on safety investigations can be
found in which of the follow ng
directives?

1. OPNAVI NST 5100.14

2. OPNAVI NST 5100. 12

3. OPNAVI NST 3750.6

4.  OPNAVI NST 5112.6

VWich, if any, of the follow ng
personnel nmay order an
investigation not requiring a
heari ng?

1. Executive officer, acting
2. Aide to a flag officer

3. Any officer in comrand

4. None of the above

5-13.

5-14.

5-15.

5- 16.

5-17.

5-18.
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An appointing order should be in
which of the following forms?

1. Oficial letter only

2. Oficial letter addressed to
the JAG

3. Oficial letter addressed to
the 10

4, COficial letter addressed to

the departnent head

What nust be provided if a service
menber is asked to provide his or

her social security nunber for an

i nvestigation?

1. Privacy act statenent

2. Formal request from JAG

3. Formal request fromthe 10O
4. Formal request fromthe CA

The appointing order directs the
conpletion of the 10s report
within how many days?

1. 14
2. 21
3. 30
4. 45

O the following itens, which one

should NOT be included in a

prelimnary statenent?

1. Nature of the investigation

. Difficulties encountered

3. Failure to advise individuals
of their rights

4. Synopsis of facts,
recomrendati ons, or opinions

VWhat is the first enclosure to an

i nvestigative report?

Opi ni ons

Recommendat i ons

Fi ndi ngs of fact

Signed witten appointing order

el o

Upon conpl etion of an
i nvestigation, the 10 should submt

hi s/ her investigation to whon?
1. CA

2. JAG

3. Tycovm

4. OPNAV



5-19.

5- 20.

5-21.

5-22.

5-23.

5-24.

Award recommendati ons are prepared
usi ng whi ch of the follow ng
i nstructions?

OPNAVI NST 1560. 1
OPNAVI NST 1650. 1
SECNAVI NST 1560. 1
SECNAVI NST 1650. 1

B W N

Awar ds recogni zing specific acts
should be given within 60 days
after the act occurred.

1. True
2. Fal se

The quota system for issuing Navy
Achi evenent Medal s at a command is
based on the total nunber of which
of the following factors?

1 Billets authorized

2. Oficer personnel only

3. Enlisted personnel only

4 Enlisted and officer personne

An award reconmendati on shoul d be
prepared on which of the follow ng
OPNAV forns?

1. 1650/2

2. 1650/3

3. 1650/ 4

4. 1650/5

A proposed, non-conbat citation is
limted to a total of how nany
typewitten |ines?

1. 20

2. 22

3. 24

4. 25

The normal processing time for an
award recomendati on shoul d be what
maxi mum nunber of days?

1. 15

2. 30

3. 60

4. 120

5- 25.

5- 26.

5-27.

5- 28.

5-29.

5- 30.
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VWhat is the intent behind letters
of appreciation and comendation?

To pronote norale

To pronote harnony

To reward individuals only

To accel erate advancenent only

Information pertaining to the

O ficer Distribution Control Report

(ODCR) is contained in which of the
follow ng instructions?

1. BUPERSINST 1301.1

2. BUPERSI NST 1401.2

3. NAVM LPERSCOM NST 1401.1

4. NAVM LPERSCOM NST 1301.2

An ODCR is prepared for each naval
command by which of the follow ng
activities?

EPMAC

MAPTI S

NAVFI NCEN
NAVM LPERSCOM

B W N e

How often is the ODCR prepared?

1. Monthly

2. Quarterly

3. Sem annual |y
4. Annual ly

VWhen pen changes to an ODCR are
made, in what part of the report
shoul d you place the date the
correction was made?

Left margin
Ri ght margin
Over the corrected data
Under the corrected data

B oW

A description of an officer’s
primary duties can be found in what
data el ement of an ODCR?

Desk code

Billet title

Activity m ssion code
Bill et phase indicator

e



5-31.

5- 32.

5- 33.

5- 34.

5- 35.

5- 36.

The security code data el enent on 5- 37.

an officer’s ODCR consists of a
five-position code divided into two
|i nes.

1. True
2.  Fal se

An officer’s nane should not exceed

a total of how many characters on

an ODCR, including spaces? 5- 38.
1. 20

2. 21

3. 22

4. 23

What data el enent of an ODCR is 5- 39.

indicated by a asterisk follow ng
the officer’s nanme?

1. PAD

2.  OSAM

3. DESIG

4,  ASED/ SSED

VWhi ch data el enment of an ODCR 5- 40.

reflects an officer’s current
operational flying status?

1. MOF
2. ACD
3. ABI
4. AUG
The permanent officer record in 5-41.

m crofiche format is maintained by

which of the following activities?
1. BUPERS

2. NAVPERS

3. CHNAVPERS

4. COVNAVCRUI TCOM

O ficer records are held in 5-42.

mcrofiche format in up to six
categories. \Wat fiche nunber
(a) contains personal data, and
(b) what fiche nunber contains
privileged infornation?

1. (a) 2 (b) 4
2. (a) 3 (b) 4
3. (a) 2 (b) 5
4, (a) 3 (b) 5
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Information rightfully placed in
the official record of an officer
may not be renpved except by which
of the following authorities?

1.  OPNAV

2. BUPERS

3. SECNAV

4. CHNAVPERS

The acceptance and oath of office
is filed on the right side of an
officer's service record

1. True
2. Fal se

The certificate of personnel
security investigation, clearance
and access is filed on the left
side of an officer’'s service
record.

1. True
2. Fal se

Wien at sea, what office usually
mai ntains an officer’'s service
record?

Personnel office
Captain's office
Departnent office
Adm nistrative office

Bw e

VWhat authority contains detail ed
information on officer service
records?

1.  SORM

2. SDSPROVAN

3. M LPERSMAN
4. OFFTRANSMAN

When an individual travels to a
command or geographi cal area that
is not the individual’'s permanent
duty station, what official Navy
acronym shoul d be used?

1. TEMDUI NS
2.  TEMADD
3. TAD

4. TDY



5-43.

5-44.

5-45.

5- 46.

5-47.

5-48.

What NAVPERS formis used to

prepare TEMADD travel orders?
1. 1320/12
2. 1320/ 14
3. 1320/16
4. 1320/ 18

The conplete accounting
classification code and the
standard docunent nunber and its
construction can be found in which
of the follow ng manual s?

1. SDSPROVAN

2. M LPERSMAN
3. OFFTRANSMAN
4. ENLTRANSMAN

VWi ch of the following DD forns is

used to liquidate a travel clain®
1. 1351-1
2. 1351-2
3. 1351-3
4. 1351-4

node of travel and
stops can be found in
bl ock(s) on the reverse side

Entries for
reason for
what

of a travel voucher?
1. Bl ock 25a

2. Bl ock 25b

3. Both 1 and 2 above
4, Bl ock 25c

Al'l menbers of the Navy should be
encouraged to use their full |eave

entitlenent each year.
1. True
2. False

For which of the following tine
peri ods are menbers NOT authorized
to earn |eave?
1. Active duty for less than
30 days
2. Active duty for training, with
pay, for less than 30 days
3. Lost tinme
4,  Each of the above
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5-49.

5-50.

5-51.

5-52.

5-53.

Navy nenbers are advised of their
| eave bal ance each nonth by which
of the following nethods?

1. Menoranda prepared by command
personnel officers

2. Menoranda prepared by command
di sbursing officers

3. Leave and earnings statenents
prepared by the Navy Finance
Cent er

4. Leave lists prepared by
COWNAVM LPERSCOM

O the following types of |eave,
whi ch one is NOT charged against a

nmenber’'s |eave entitlenent?
1. Earned

2. Advance

3. Emergency

4, Conval escent

Odinary leave is requested and
aut horized on which of the
follow ng fornms?

1.  NAVCOMPT Form 3065

2. NAVCOVPT Form 3067

3. DD Form 1624

4, DD Form 398

Which of the following M LPERSMAN

articles gives detailed procedures
for personnel to follow when they
request, depart on, and return from
| eave?

3020100
3020200
3020300
3020400

Mlitary pay is broken down into a

total of three parts. \hat are

t hey?

1. Basic, travel, and conbat

2. Basic, incentive, and travel

3. Basic, special, and incentive
4, Basic, conbat, and proficiency



5-54.

5-55.

5- 56.

5-57.

What term identifies an anount of
noney paid to a nenmber to provide

for food, quarters, or services
when they are not provided by the
Navy?

1. Al owance

2. Incentive

3.  Special pay

4. M scel |l aneous pay

Expenses incurred as a result of
tenporary or pernmanent nobves nay
fall into which of the follow ng
cat egori es?

M scel | aneous
Transportation
Lodgi ng and food
Each of the above

B

Your supervisor
prepare which of

may ask you to
the follow ng

docunents in a “rough” forn®
| nspection results
School quota requests

Wl cone aboard letters
Each of the above

B ow e

VWi ch of the following is the only
authority that should be used in
the preparation of officer fitness
reports?

NAVM LPERSMAN

Navy Regul ati ons
BUPERSI NST 1611. 17
BUPERSI NST 1616.9

:l>oo|\.>p
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5- 58.

5-59.

5- 60.

5-61.

Oficer fitness reports form a
primary basis for selecting

officers for advanced training,
duty assignnent, promotion, and

conmand.

1. True

2. False

Reporting seniors should retain
copies of FITREPs for at |east how

many years?

AWN R
AwhO

VWi ch of the following is the only
authority that should be used in
the preparation of enlisted

eval uati ons?

1. BUPERSINST 1611.17

2.  BUPERSINST 1616.9

3. Navy Regul ations

4. NAVM LPERSMAN

Which of the follow ng statenents

is true regarding routine office
machi ne nai nt enance?

1. Know how to give routine care
to any machine you operate

2. Acquaint yourself wth
equi pnent instruction nmanual s
3. Understand other Kkinds of |ocal

mai nt enance policy
4. Each of the above
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COURSE COMPLETION/DISENROLLMENT FORM
(Refer to instructions in front of course)

PLEASE PRINT CLEARLY

YEOMAN 3 & 2 82613
NONRESIDENT TRAINING COURSE (NRTC) NAVEDTRA NUMBER
NAME, RANK, RATE, CIVILIAN SSN

IF YOUR COURSE WAS ADMINISTERED BY NETPMSA, YOU MUST SUBMIT THIS FORM TO
THE ADDRESS BELOW. IF YOUR COURSE WAS ADMINISTERED BY AN ACTIVE DUTY
COMMAND OR NAVAL RESERVE CENTER, DO NOT SUBMIT THIS FORM TO NETPMSA.

COURSE COMPLETION (Date )

YOU SHOULD RETAIN THE TRAINING MANUAL AND THE ASSIGNMENT BOOKLET IF
THEY ARE NOT CLASSIFIED. If CLASSIFIED, submit the material to your
command for proper disposition of CLASSIFIED material. A letter of
satisfactory completion will be issued to you after your last assignment
is received and processed. This form should be included when you send in
the last assignment. If the training manual and NRTC courses are
designated with distribution statements B, C, D, E, F, or X, and you
decide to dispose of the material, you must destroy the material to
prevent disclosure of contents or reconstruction of the document.

DISENROLLMENT (Date )
 — (Did not complete the course)

In the event of disenrollment, submit this form to the address below
with any unused ADP answer sheets. You need not return any other course
material. If the course material is CLASSIFIED, you must submit the
material to your command for proper disposition of CLASSIFIED material.
If the training manual and NRTC courses are designated with distribution
statements B, C, D, E, F, or X, and you decide to dispose of the
material, you must destroy the material to prevent disclosure of contents
or reconstruction of the document.

OTHER REASON (Specify) :

PRIVACY ACT STATEMENT

Under authority of Title §, USC 301, information reqarding your military status is requested to assist in
processing your comments and prepare a reply. this information will not be divulged, without written
authorization, to anyone other than those within DOD for official use in determining performanmce.

COMMANDING OFFICER
NETPMSA CODE 036

6490 SAUFLEY FIELD RD
PENSACOLA FL 32559-5000

NETPMSA 1550/31 (Rev. 2-93)
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STUDENT COMMVENT SHEET

TH' S FORM MAY BE USED TO SUGGEST | MPROVEMENTS, REPORT COURSE

ERRORS, OR TO REQUEST HELP |F YOU HAVE DI FFI CULTY COVPLETI NG
THE COURSE.

Dat e
FROM SSN

NAME (Last, first, MI.)
RANK, RATE, ClVILIAN

STREET ADDRESS, APT #

ZI P CCDE

G TY, STATE
To: COMVANDI NG OFFI CER
NETPMSA CCDE 0313
6490 SAUFLEY FI ELD RD
PENSACOLA FL 32509- 5237
Subj : YEOVAN 3 & 2, NAVEDTRA 82613

1 The followi ng coments are hereby submtted:

PRI VACY ACT STATEMENT
Under authority of Title 5 USC 301, information regarding your nilitary status is requested to assist in

processing your comments and prepare a reply. This information will not be divulged, without witten
authorization, to anyone other than those within DOD for official use in determning performance.

NETPMSA 1550/ 41 (Rev. 2-93)
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DEPARTMENT OF THE NAVY

COMVANDI NG OFFI CER
NETPMSA CODE 0313

6490 SAUFMY FIELD RD
PENSACOLA, FL 32509-5237

CFFI G AL BUSI NESS

COMVANDI NG  OFFI CER

NETPMSA CCDE 0313
6490 SAUFLEY FI ELD RD

PENSACOLA FL  32509- 5237
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WAVEDTRA 1430/5
Stock Ordering Wo. 0502-LP-216-0100

PRINT OR TYPE

street/onip/Unit/Divigion, ele.

TITLE
NANE ADDRESS
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